CHEVY CHASE VILLAGE
BOARD OF MANAGERS
FEBRUARY 13, 2012 MEETING

STAFF REPORT

TO: BOARD OF MANAGERS

FROM: SHANA R. DAVIS-COOK, VILLAGE MANAGM
DATE: 2/9/2012 ' -

SUBJECT: UPDATE ON RECORDS MANAGEMENT PROJECT

With input from staff, I have ptepared the attached draft Records Retention Schedule for
the Boatd’s review and approval. This schedule was modeled after current State-approved
schedules for similatly situated and sized municipalities, and by assessing out documents for
theit administrative, legal, fiscal and/ot historical value. Over the past several weeks, the
Village staff has been otganizing the in-house files to suppott out records management
efforts.

Proposed Timeline

1. I welcome Board members feedback and modifications to the draft schedule during
the discussion on Monday evening (February 13).

2. Following the meeting, I will incotporate any changes we receive from the Board for
submission of the final schedule to the Matyland State Archives’ Records
Management Division office by the end of the week (February 17).

3. The State Archives staff will review the submitted schedule and tespond within 45
days either approving the schedule as written, or with recommended changes (by the
week of April 2).

4. a. In the interim, a patt-time tempotaty administrative cletk will be brought in to
assist Village staff as we continue to wotk through Village files separating those files
that we intend to digitize or maintain in-house for internal record-keeping and
reference purposes, tecotds that we intend to destroy, and records that will need to
be submitted to the State Atchives for permanent storage.

b. Additionally, we will continue to wotk with Legal Counsel to arrange for rettieval
of those documents that eithet belong in the Village’s possession (i.e., Village Hall
deed, patk land deeds, etc.), documents that should be submitted to the State
Atrchives fot permanent storage, and documents that can be destroyed' (both the
internal wotk and facilitation with Counsel should be completed by late spring 2012).

1 Tn addition to cettain documents that belong in the Village’s possession, Counsel possesses copies of Village-
* telated documents that wete supplied to him for his, and his predecessors’, use as the Village’s Legal Counsel.
Staff will meet with Counsel in the next couple of weeks to determine the quantity of documents that we need
to collect from him and to determine which records he possesses in duplicative form that we do not need to
obtain.



5. Once the State has apptoved out recotds retention schedule, we can begin to prepate
files for transfer to the State Archives and for destruction (disposal certificates must
be completed fot evety seties of documents destroyed) (spring/summer 2012).

6. Following our putge and teview of the remaining files, we will assess out needs
related to a digital atchiving system for ongoing opetations (summer 2012).

7. 'The Village’s Recotds Retention Schedule will be reviewed, and amended if

necessary, every two yeats.
Board Action Requested

I request apptoval of the attached draft Records Retention Schedule, eithet as drafted ot
with modifications, fot submission to the Matyland State Archives.

Attachments
Draft Records Retention Schedule
Existing Records Retention Schedule




" DRAET

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

Page ‘ of I\L

Agency Division/Unit
Chevy Chase Village Administration/General Government
ltem Description Retention
No.
100 BOARD OF MANAGERS, APPOINTED COMMITTEES,
LEGAL, & ORDINANCES, MISC. '
-Meeting Agendas, Minutes, Briefing Materials, Retain permanently,
-Audio Recordings transfer periodically to
-Forms to Convene a Closed Meeting and Executive State archives.
Session Notices
-Adopted, original signed Resolutions,Charter | Retai |
amendmer_lts, Eroclamations, Polic_:ies, Ordinances and tre?nasg:af ggﬁggiig:l{/’to
related legislative reference matetial State archives
ELECTIONS
-Ballots (including absentee) and results )

. Retain for two years from.
the election date, then
destroy.

-Financial Disclosures
Retain for two years from
date of filing, then destroy.
101 PERSONNEL

-Recruitment files :

-Personnel Records/Jackets, including employment
application, background investigation materials,
performance evaluations, etc.

Retain for five years after
termination date and then
destroy.

Schedule Approved by Department, Agency,
or Division Representative.

Date

Signature

Title

Typed Name ,\(O,\\\}\bﬁ\)
_ \g)\\

Date

Schedule Authorized by State Archivist

L
KA

Signature

DGS 5501




DRAFT

DEPARTMENT OF GENERAL SERVICES Schedule No.

RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE Page a of /4
(Continuation Sheet) ‘
Agency , Division/Unit
Chevy Chase Village . Administration/General Government
Item Description Retention
No.
102 PERMITTING
-Building permit applications and supporting materials for | Screen every 5 years and
administrative permits. destroy material having
no further legal,
administrative or
operational value.
-Building permit applications and supporting materials for | Retain permanently,
variances, special permits and appeals transfer periodically to
State archives.
-Utility and communications company plans Retain until superseded
: and then destroy.
103 GENERAL 7
-Monthly Newsletters Screen annually and
-Official Correspondence destroy material having
-Project or Official Action Notices no further legal,
-Press releases administrative, fiscal or
-Interdepartmental Memoranda operational value.
-Studies
-Directives
-Maps and plans of rights-of-way, parks and the Village
Hall

-Village Hall deed and covenants

-Miscellaneous files relating to the administration of the
government

-Hall rental applications

-Class applications

-Work Orders and Requests for Service

DGS 550-1A




DRAFT

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION .
RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Schedule No.

Page(‘jj of q

Agency Division/Unit

Chevy Chase Village | Police Department
Item Description Retention
No.

104 POLICE DEPARTMENT

-Citations (municipal, yellow copies of state citations,
warnings)

-General Orders

-Grant information

-Police reports: auto collision and incident

-Department Personnel Files (sworn officers only),
including internal investigations .
-Miscellaneous files and reports

-Audio recordings

-Record of expunged files

Retain for ten years, then
destroy.

Screen annually and
destroy material having
no further legal,
administrative, or
operational value.

Retain for one yeatr, then
destroy.

Retain for three years,
then destroy.

DGS 550-1A




DRAFT

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No.

Page L{ of 4 :

Agency , Division/Unit

Chevy Chase Village Administration/Finance and Accounting
Iltem Description Retention

No.

105 FINANCE AND ACCOUNTING

-Annual Financial Statements and Uniform Financial
Reports (independent audit reports)

-Official documents related to the creation of the annual
budget and the annual financial statements

-Payroll related documents (including time sheets, leave
requests, leave logs, federal and state tax withholding
forms and statements)

-Accounting files (purchase ‘orders, paid invoices, bank
deposits, payment receipts, bank statements)

-Post Office Lease Agreements
-Contracts

-Requests for Proposals and Responses
-Requests for Bids and Responses
-Certificates of Insurance

Retain permanently,
transfer periodically to
State Archives.

Retain for five years then
destroy.

Retain for five years then
destroy.

Retain for five years from
contract termination, then
destroy.

DGS 550-1A




UOR LD/ LHOD L4103 4lYdr4dugn @1__ , MD ST&TE ARGHIVES g:ngE»:agfgg,:

- brs-aso.1 S ' DEFM TMENT OF GENERAL ‘an;mvurﬁs : o somE Ju._gu»/f?‘
' REV., 6/78 . ﬂncmds Munugemenf Blvmion S o N LT - 527
S : L : . _ N a;‘,\cnl iy
, I : : : ST of T
REGORDS RETENTION AND DISPOSAL SCHEDULE S R
Chevy Chase Village
AGINGY : . R o T3V AL AN
Item L ) ' . o . _
Neo, : I Description ) “Retention - .
1. Mlnut g, L&gui"und Ordi nancey- : ‘
Contalned Iy the file are Lhe adwlnistrative, leplsla- Reska L originals perua-
;;v;, and legu) oplnions. fiom whmch_Lhe Board ol nenkily For aventnal Lreaiigen
Managers tCake appropriate uelion, Aneluded wlso are fox tao archival, L g
such items as uinutes of the- huu:d,»chartux. ordlpances ,keLuzn dup!LcuLu coplog -
) rLbUluLiUﬂb, ablhe of office, woning | nlormullun fudd- purmﬂnunLly nollies,-
~bu;iding ermJL% ———————— T R e e e e
24 VMiui—Boudﬂb Bond Certificaicy - : ' '
Fi]r_rev contal coplog. of !;Z.‘J.'ilrl;'t:‘.l.'t'l.lr Flonst vog Jonnbi witly _I{L‘L{J.f no For thyee (3)
finﬂhciﬂl digelosure and penceri u)lifu"wu Gan b vida s al Loe-Tul) rqure~
Careﬁ. Included also are ¢ilizuns’ GO hullw!nn el o d o bood Tssoo, Ll
» ELTLl‘ldU.Hl, U[)IH'HJH Uf (.'OIJI')JI‘} :.lul] |«‘4]|'. B Iunul N vt ry D
3. Payrold i oo
Contains old cime books aod Tedera!l W28 of all - Retain in of fice perma-
employees un hourly wage scale Vrom J934-1970. "WMhis nently .
1 Eile ds oo-longer wsad,
4, Parsdnnel Tiles '
Alphabétdloal urlanhumLuL cnututulub el history of Retain wnldd veswbnulfon
adch employes ﬂLllVLJy employad with Lhe clly fgovern- of employment and for
ments  Included in the File wrw npplLtnliunu, lekhpars ten (10) years lhorwquLr
of recummundtwlon salary chiuges, corredpondancs, Lh@n destr gy,
citationg, dthlpannry actions, (ralning records,
" owmedical informativn, and resdpnatlops.
5. PLLbunn 1 ULthry Ll '
File couslste of a 4 x 5 I\i:-,ll_'(.n)‘" el on vy oy Raladn povmigens dy,
and eontaining o sowmary ot job clowsdd Leat Doy ddalen
of employment , salaby and renoon Uor Loy o,
| .

! Sehoduln Apthari xeu by
“()“ ol Racords C.OH\NN aviun

. (1]
Schedule Approved by Depir tmany,
Agency, ot Division Raproacninly

 whfer

/ ‘j}l“h //‘{k?quu!u@ﬂ -/
: 7 N

Duig bt Ap

ey

[T



(AT R e faPad] dlc

A

CFORRIHM 1A
HEV, 2078

lgiyd » GLUT 7 430dD

. MD STATE ARCHIVES

W!E&‘aﬂﬂm Mwmmw AN MSE’*@SM_ MMEMB&.%

{LDNTWNUATTDNﬁHEhT)

PAGE  83/p4
AL
O 657

PAGE v :
L

Mo,

—

{tem

Description

Retention

6.

General Files

bubjecc arranLLmCuL of or{&jnul LnLDmJng lLLLcr
copies of uuLpnlng letters,. mumnrunda, Teporry,
studies, surveys, imvusLLgaL¢onb, press raleases,
newspapar cl)ppungs, Lleglalative refarence mates zrlal,
directives and other miscellansous papers relating
Lo the administration of the village of Chevy Chase,

Puche Keaorda

Contatned in Lhe file avé police tickets/edtsatlons
providing information such aw serdal wumbors, o
date, violatisn and dePUHIL10u of case; aueldent b
reperty; incldent reports; dalily reporss ang
wiscellanecus genaral corresponlvnce, '

Accouniing Records

1 VeBad 1 1 S

A (n'uu‘u! _Avcoune b Reeo.,

© . Annual Floumncial REPOEL\ L Local aud StaLe
Apeneles '

Assestment Lists (Fleld Books avd Notes)
Bankbooks, Statements und Dexposit SLlps
Budgelh Recordy, Papers and Worksheobs
Bus Loass, .l..r*cldlnj_,, Figling snd Hunklug Licenges
(which are renewable annually), stubs & copdas
Cancelled Checks, Gheck Cupios and Cheek Scubs
Counter Cash Buoks o
Delivery Orders, Recelpts and Recadving Reports
Expense Reports '
Gﬂsoiine Pleleens '
Puid BLLlg, Vouchers oml Tivolecos '
Pald Bonds and Cow,. o~
Patd Tan Biuls and Pafd el haguens g, otsif s
Pay and Recelviog Warrwntw Ty B TTTETINT'S W SR
Payroll kxewptions '
Payroll Jougnals _
Recelpt and Disbursenaot Joueonls
Recelpt Books and Recedpt Coples
Recoawd Llathon and Teial Balunce
Requislvions and Purchuse Orders
Tax Collecrkion Beoks , .
Time Sheets and Mileage Reports
Wichholding Torms and Stutements {(Federal & Stare)

SheeLs
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B. Spacial Accounting Records

Assessment Baoks IR T Retaln paxmanently .
Books of Final Entry - Ceuncral Ledgers ’
kmployee Roster, Card §File, or Hiscory Cards
Audit Reporty Retain permanently.
9. | Legel (ACL)
) } These arg,,the personal f£iles of Archur C. Lmubur 4 Reraln Lo office purtunently..

for the years 1851-]97% contalning z:peclullzz_d
subject matters undertaken by the ecliy's laegal
counsel during zoonlng, anuoxutxun, and groth UL
the clty,

10. gg;}uts -

Flle contalns cowpleted slectlon br\l“.)l..‘-\ IOI:‘ any

Regaln for three (3) YA
dnd all clry electlons.
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